The MAEFAIRS collection is a snapshot of enrollments as of the

three enrollment count dates. Enrollments are entered in AlM,

Quick Reference Guide: verified, and then imported into MAEFAIRS for purposes of

determining state funding. In order for students to be correctl
AIM & MAEFAIRS 8 & Y

counted in MAEFAIRS, the students must be enrolled in AIM W|th

Verification the correct Service Type and Aggregate Hours.
This guide explains how to finalize Districts must import AIM enrollment into MAEFAIRS:
and verify AIM enrollment data
and import the data from AIM to * For the Fall Count Date (10/5/2015) by October 16, 2015.
MAEFAIRSfOFANB counts. * For the Sprlng Count Date (2/1/2016) by February 9, 2016.

Topics covered in this Quick
Reference Guide include: Before beginning this process, there are a few considerations:
e AIM Enrollments

e Service Types
e Aggregate Hours & Absent

1. What students should be enrolled in AIM?
e Any student enrolled in a district's academic or special

Counts education program should be enrolled in AIM, regardless of
e Data Verification the number of hours of service. page 2
e Data Sync 2. What other programs count for enroliment and what are the
e  MAEFAIRS Import stipulations?

e Students enrolled in Job Corp, MT Youth Challenge or MT
Digital Academy may count as enrolled students for ANB
purposes, if certain conditions are met. page 3
3. What is the difference between the three Service Types?
e Service Type indicates the kind of service the student is
getting from the district. P is Primary, S is Partial and N is
Special Ed Only. page 3
4. What are Aggregate Hours, and how are they calculated?

e Aggregate hours are the annualized hours of instruction a
student is expected to participate in for a particular course
or schedule. They are based on the number of hours per
class, times the number of classes. page 4

5. How do | know that my data is correct and will import to
MAEFAIRS?

e Verify the information in AIM using Student Information and
Ad Hoc Reports prior to importing enrollment data into
MAEFAIRS. page 5

6. After verifying AIM data, how do | import to MAEFAIRS?

e The district’s enrollment clerk can import data from AIM into
MAEFAIRS. The enrollment clerk should work with the
district's AIM staff to ensure accurate data reporting.
page 9
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AIM ENROLLMENTS

Only students with an active enroliment
record in AIM on the count date(s) will
import into MAEFAIRS for purposes of
determining Average Number Belonging
(ANB) for state funding.

All students receiving any services from a
public school district, regardless of thetype | & *

End Status: 170 T=nsfer to @ home school in the state MNotified by County Supenntendent’s Office on Thurs., T
041113, & 9:-30 2.m. that siudent was regisiered for home school on Tues., 04/09/12 M. Flamand)

of service or the number of hours of
service, must be enrolled in AIM.

In addition, students who participate in Job
Corp, MT Youth ChalleNGe, and MT Digital

Gamgee, Samwise
Grade: 10 #289311882

Demographics Identities

ﬂ Print Enrcliment History

Enrollment Editor

DOB: 10/08/1299
Households

Mew

Gender: M

Relationships Enrollments District Employment

New Enrcliment History

Edit |Grade | Type | Calendar | Start Date | End Date
3 10 F 15-16 Granite High School OW0272015 -
Start Status: 02 Continved enroliment same school, no intermuption ol
End Status:
3 (-] P 14-15 Granite High School 0022014 DEMA2015
Starf Sfatus: 02 Continved enroliment same school, no intermuption
End Status: 170 Tansfer to & home school in the state
o o8 P 12-14 Philipsburg 7-8 0a0ar2013 DEME2014
Start Status: 04 TFansfer from public school in district or state L
End Status: 110 Promoied io another school in the same disinct =
3 o8 P Yellowstone Academy Elem 12-12 Yellowstone OT25%2013 08142013
Academy Elem
Starf Status: 04 Tansfer from public school in distnct or state
End Status: 200 Withdrew for personal or academic reasons Discharged Agaunst Medical Adwvice
Butte School District £1 12-13 East Middle School  08004/2012 D40 2013
Start Sfatus: 04 Tansfer from public school in disinct or state

EI 05 P Butte School District #£1 11-12 Margaret Leary OB Z 2011 DEADE2012
Elemantar
Starf Sfatus: 02 Continved enroliment same school, no intermuption
End Status: 110 Promofed fo another school in the same district
EI 05 P Butte School District #1 10-11 Margaret Leany 08302010 DEN3 2011
Elemantar -
Téart Teztue: 07 Canfinoaad fiment =ome crbhanl nn ot tirr

Academy courses must be reported in AIM.

See the MT Programs-Job Corps & MTDA
and MT Programs—Montana Youth

ChalleNGe Academy guides for information
about accurately reporting these students

in AIM.)

Service Types

Service Types are used to define the enrollment

status of a student. There are 3 Service Types:

Day treatment students also require special

reporting methods. Please see Day
Treatment - Reporting Students in AIM

Refer to the MAEFAIRS Student Count for
ANB Reporting Instructions handbook for
specific information about student
enrollments.

Gamgee, Samwise

Grade: 10 #289911882 DOB: 10/08/1998 Gender: M
Credit Summary Assessment Behavior Graduation
Summarny Enroliments Schedule Attendance

Save Delete Frint Enroliment History Mew

Enrollment Editor

Edit | Grade | Type Calendar Start Date Ened Date

11 10 P

System i

Flags

AdHoc Letters Records Transfer

Grades Transaript

Mew Enrcliment History

13-16 Granite High School L1513 £

o [+:] P 14-15 Granite High School OSV02/2014 DB/03/2015
g [} P 13-14 Philipsburg 7-8 00X2013 08/06/2014
= ne B Vallusctans Ansdomar Blom 17217 Yallactrng TR MEAAITNT
B General Enrollment Information
Calendar Schedule (read only) *Grade Class Rank Exclude
15-16 Granite High School Mzin W 0w - —
L
“5tart Date No Show End Date End Action “Bervics Type
OS22015 E l:l E - P: Primary :
*Start Status End Status
02: Continued enrcliment same school, no interruption - 5 Partial
Dropout Reason N: Special Ed Services
-
2nd Comments
\ AIM and MAEFAIRS
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P: Primary — indicates a student's
primary enrollment into a district

S: Partial —indicates a student's
secondary or partial enrollmentin a
district — used only if a student has a
primary enrollment in another district
or type of school (e.g., private or home
school).

N: Special Ed Only — indicates a
student's enrollment only into Special
Education Services — these students are
typically PK or are primarily enrolled in
another type of school (e.g., private or
home school).

e NOTE: Service Type: N is not used
for students in a self-contained
Special Education classroom.

February 2016



http://www.opi.mt.gov/pub/index.php?dir=AIM/Collections/&file=MTProgramsJobCorpsMTDA.pdf
http://www.opi.mt.gov/pub/AIM/Collections/MTProgramsJobCorpYouthChallengeMTDA.pdf
http://www.opi.mt.gov/pub/AIM/Collections/MTProgramsJobCorpYouthChallengeMTDA.pdf
http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/Enrollment/DayTreatmentReportingStudents.pdf
http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/Enrollment/DayTreatmentReportingStudents.pdf
http://opi.mt.gov/pdf/SchoolFinance/Enrollment/EnrollmentInstructions.pdf
http://opi.mt.gov/pdf/SchoolFinance/Enrollment/EnrollmentInstructions.pdf

How are Service Types used in AIM and
MAEFAIRS?

Service Type: S

Students who are enrolled in educational
programs at the district and also have a P:
Primary enrollment in another type of
school (home school, private school) must
be enrolled in AIM. Their Service Type is S:
Secondary/Partial and their Aggregate
Hours should reflect the annualized number
of hours of coursework in which the student

Temple, Shirley

rade: 08 #380427120 DOB: 07/18/2002 Gender: M

Demographics dentities Households Relationships

Print Enrcliment History Mew Mew Enrcliment History

Edit |Gra-:a Type

| Calendar

| Start Date

Enrcliments

End Date

District

C) o9 5
Start Status: 4 Tansiz)
End Siatus:

5-16 Granite High School
from public school in distoct or state

TN02/2015

L 08 P 15-16 Philipsburg 7-8
Start Statws: 02 Continued enroliment same school, no infermuption
End Ztatus:

TN02/2015

o o7 F  14-15 Philipsburg 7-8
Start Status: 04 Tansfer from publc school in distoct or state
End Status: 100 End of year refuming fo same school next year

02204 D525,

n
[
w
]
=]
n

3 05 P 13-14 Philipsburg School
Start Statws: 02 Continued enmiliment same school, no infermuption
End Siatus: 110 Promoted io anoither school in the same distrct

O02013

08/06/2014

g
w
[

L] 05 P
Start Statws: 04 Tansfer from public school in distrnct or state
End Status: 100 End of year refuming to same school next year

=2
(=]

12-12 Philipsburg School TRk T

05/31/2013

is enrolled in the district.

Service Type: N

Temple, Shirley Students who are enrolled in the district only

Grade: 08 #380427120 DOB: 07/18/2002 Gender: M for Special Education Services (i.e., they

Demcgraphics dentities Households Relationships Enroliments District Em| primarily attend another type of school —

Frint Ensaliment History New New Enraliment History home school, private school) must be enrolled
S e = | EE T in AIM. Their Service Type is N: Special Ed
H  oa | N [4546Philipsburg7E 0310212015 Only and their Aggregate Hours should reflect
Start Status: §2 Gontinped enrolinent same school, no intemiption
s R — the annualized number of hours of service the
Start Status: 04 Fansfer from public school in distnct or stste district provides to the student.
Students with Service Type: N are not included
in the MAEFAIRS ANB counts, but they are
included in special education Child Count.
Students must be enrolled in AIM to be pulled
into the Child Count application.
NOTE: PK students who are 5 will not
generate ANB. Students who are age 5, but
receiving Kindergarten services in a PK setting
must be enrolled in Kindergarten to be
eligible for ANB.
\ AIM and MAEFAIRS February 2016
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(B State Reporting Fields

Aggregate Hours State Exclude  Serving District Resident District
O | vl | vl
Aggregate Hours further define the Attendance and Enroliment Information
Fall Attendance Count
enro”ment status of a student. Fall Aggregate Hours of Inst. Fall Ab=sent Exclude Fall ANB - 10 Day Rule
v D
S nt
F:720+h i i -
Aggregate Hours are the annual hours of oS e[S sunguunUgAn&ent ES'”“ Spring ANE - 10 Day Rule
instruction for which a student is enrolled 15 joo 0 s pous 5 Count oo |
. . . N: 0 to 179 hours of Inst. Testing Abzent
in a district. v
10+ days unexcused absences 1st sem 10+ days unexcused absences 2nd sem
. O O
To calculate the annual hours, multiply
the hours of instruction per day times the
number of days of instruction in the
district (this calculation is not based on
number of days the student is enrolled).
Students can be enrolled:
e full-time (F: 720+ hours)
o % time (T: 540-719 hours)
e Y% time (H: 360-539 hours)
e Y time (Q: 180-359 hours) or
e 0 (N:0-179 hours). Absent on Count Date

Fall Count Absent days are used in

B State Reporting Fields .
State Exclude Serving District Resident District the CaICUIatlon Of attendance rates

O | ] | v

Attendance and Enroliment Information Yearly Progress) for Title | purposes.
Fall Attendance Count

Fall Aggregate Hours of Inst. Fall Abzent Exclude Fall ANB - 10 Day Rule

O Students who are absent for any
portion of the day should be marked
absent. Use 3 decimal places to
report the number of days absent
through the enrollment count date.

used in determining AYP (Adequate

For example:

e 0.000 indicates the student
was present for the full day.

e 1.000 indicates the student
was absent for the full day.

e (.500 indicates the student
was absent for one-half of

the dav.
\ AIM and MAEFAIRS February 2016
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DATA VERIFICATION

Data Verification is a process that begins at the district
level. If the data in the district's SIS is incorrect, the
data in the MT Edition will likely be incorrect as well.

The first step in the data verification process is to make
sure the data is correct at the district level. This may
involve a dialogue with specific program staff.

Perform Data Verification procedures
before uploading enrollment data from
AIM into MAEFAIRS. The following
sections explain how to verify enrollment
before uploading to MAEFAIRS.

Once the data has been verified in the district's SIS and transferred to AIM (either by direct entry
or file upload), there are numerous tools in Infinite Campus to verify data.

Enrollment numbers may be verified using the Student Information Reports and the Ad Hoc

Reporting Tool.

Student Enroliment Status

This report lists students’ enroliment start/end status and mailling address. The default calendar year is the current selected calendar.

Which students would you fike to include in the report? Which calendar(s) would you like to include in the report?
(@) Grade All Students D) iive year
"/ list by school
"/ list by year
(@] -
\_ Ad Hoc Filter 1516 ol
15-18 Granitz High Schoo
Enroliment Add Date: From rE 3| 1 pt
15-16 Philipsburg School
Enroliment Drop Date: From = ] Granits High Schosl 1516
Display Options: [lstartpse  [¥]end pase

How would you ik the report sorted?

@) Alpha ‘_/Grade “_’ Student Mumbsr o

CTRL-click or SHIFT-click to select multiple

Which enrcliment status would you like to include in the report?
Start Status. End Status.

01:First time receiving educationsl services

mi »

rom out of the country school in another district in MT
chool within the state
ool within the state

chool out of the country

D Print in HTML format

AIM and MAEFAIRS
Verification

Denise Juneau, State Superintendent

Achievement Montana
» in M ' Office of Public Instruction
» Student

Student Information Reports

From the Index, expand Student
Information/Reports.

The Enrollment Status report lists
students by name, according to set
criteria.

February 2016
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The Enrollment Summary report gives
a count of students by School, Grade,
Race/ Ethnicity and Gender as of a
specific date.

Ad Hoc Reporting

Enroliment Summary Report

This report will fist a breakdown of enrcliments grouped by scheol, grad
ingg Federal Race/Ethnicity designations or State Race/Et
r Race/Ethnicity, the Tall report format is recommended. Student:
wded in this report.

not in

Enrcment Effective Date™  08/30¢2015 E
Which schools would you like to include in the report™

Granite High School
Philipsburg 7-8
Philipsburg Scheol

Which Race/Ethnicity values would you like to use?
0‘ Federal Race/Ethnicity Values
\._/ State Raca/Ethnicity Values
How would you like to format the report?
0 Original Format: Race/Ethnicities stross the top and Grade Levels vertically

\._/ Tall Format: Grade Lewels across the top and Race/Ethnicities wertically

What types of enroliments would you like to include in the report?
P:Primany
S:Partial

M:Special Ed Services

Report Opticns:

I:‘ Obsarve State Exclude (Do not inclede enroliments marked 3= state sxcleds)
Onhy print Race/Ethnicities in which there is at least one student with that value

I:‘ Print in HTML format

Another method for data verification is the use of the Ad Hoc

Reporting tool.

Please refer to the following user guides located on the AIM Reference

Guides website:

Ad Hoc Reporting

and

State Published Ad Hoc Reports

\

Achievement
| in Montana

Montana
Office of Public Instruction
Denise Juneau, State Superintendent

AIM and MAEFAIRS
Verification

opl.mt.gov
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http://opi.mt.gov/Reports&Data/AIM/#gpm1_2
http://opi.mt.gov/Reports&Data/AIM/#gpm1_2
http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/Reports/AdHocReporting.pdf
http://www.opi.mt.gov/pub/index.php?dir=AIM/GeneralInformation/AIMHelp/QRG/Reports/&file=StatePublishedAdHocReports.pdf

Race Verification

All MAEFAIRS collections import race data, but the Fall MAEFAIRS collection is used to
generate the district's American Indian Student Achievement Gap (SAG) payment.

Verify the district's American Indian Student population BEFORE uploading the
enrollments to MAEFAIRS.

To verify the count of American Indian students, create an Ad Hoc Report using the instructions above
and the fields below:

American Indian Students

This Ad Hoc report shows all students indicated as American Indian or Alaska Native.

SECTION SUB-SECTION FIELD OPERATOR VALUE
Demographics statelD
lastName
firstName
grade
startDate BETWEEN 1st day of school and
10/06/2014

(or 12/1/2014 or
2/2/2015)

endDate

Demographics Federal Race americanindian = 1

Group the data into sections that can have aggregates/sub-totals . . .
To obtain a count of students indicated as

Grouping Group by Group Order n . . . n

Tier 1 student.grade 2 Ascending | American Indian or Alaska Native", Group
Tier 2 | Ascending v by student.grade, then Aggregate/Sub Total
fer ] Ascending ¥ by student.statelD with Aggregate Type

Tier 4 ~ | Azcending v

Tier 5 W | Azcending |V Record Count.

Aggregate/Sub Total by Aggregate Type

student statelD + | Record Count v Subtract students who have exited prior to
v v the Count Date.
b b
b b
\ AIM and MAEFAIRS February 2016
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Index Search Help Batch Resyne Selective Sync RESYNC DATA
System Administrator e o = LA ey LSV 14 1341 | FTOCESEET SETONEC L | )
» Student Informatn = Perscnigently OEATI04 15:4351 | Processert 195Emors:0) () . . -
» Instruction A data sync is required for all file
cerss = loads. It is recommended t
— = FR— uploads. It is reco ended to
* Health 0 sl TeporseTye sync data before collection due
» Attendance
g g i dates.
» Grading & Standards d CeneuEConEdSummary
::TR . J coetes This process syncs the data from
v oc: Reporting O Empioyment
Eilter:-esigner 0 Trm Montana EdItIOI"l and DIStrICt
yata Export oy .
Bmho:m O Enpoyrenszg ang Edition schools to the State for
» User Gommunieaton L ErponenCraEna use in state reporting.
» Assessment = Enroiiment OBNT014 15:4351 | Processedt 131 Emors: 0] ()
¥ System Administration
- tendce E - From the Index, expand System
Roster
» Auditing o e .
» Batch Clusue D AflendanceldT snapshot | 011772014 05:4223 | Processed: 131 Ermore: 0| ﬂ AdmlnlStratlon/Data
Calencar O Bater Utilities/Resync State Data. If
Calendar .
et Wi E Fom syncing data from the 2015-16
Healinscraening
Sehos! Vears = . year, set the Year to 2015-16. If
» Census miEiiaE
+ Custom O - syncing data from the 2014-15
o ft'mh“;' u| teence year, set the Year to 2014-15.
* Data Utlitias N
Comine Peson L] Nescamhirar: To sync Enrollments check the
Resync State Data O POSENIity
chudent Resarts Transtr - — box for Enrollment. All
Deselvated Bements Im O N connected data elements will
Synchronization Field Seti
+ Grading & Stardards O =TT automatically populate. At the
- - - bottom, click Send Resync.
» Medicaid
O PlanFrogressRepot
» Messenger S—
» Portal U =
» Preferences O TEEATE
» Resources O TranseripiCourseSE
» Special Ed 0O accinesnat
¥ Student
[} PersOniienyNoSEEIDON
Enroliment End Batch
Enrcliment Roll Forward v
_sa—uﬁm
£ >
The green radio buttons g EmplajmentCredential
indicate a successful resync of O = Enroliment 351142014 122533 | Processed: 184 Emors: 0
data, and a message will 0
appear in the Process Inbox. 0

Achievement Montana
in Montan: Office of Public Instruction
Denise Juneau, State Superintendent

Mon dent

\

opl.mt.gov
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IMPORTING FROM AIM TO MAEFAIRS

To import from AIM to MAEFAIRS, the district’s MAEFAIRS Registered User must login to MAEFAIRS
and follow the upload steps. The district's MAEFAIRS Registered User will be able to import records
from AIM into MAEFAIRS at any time, but will not be able to submit their report until on or after:

e October 5, 2015 (Fall Count Date). Due date for importing to MAEFAIRS is 10/16/2015.
e February 1, 2016 (Spring Count Date). Due date for importing to MAEFAIRS is 2/9/2016.

For instructions on uploading, see MAEFAIRS Student Count for ANB Reporting Instructions

For help with the MAEFAIRS system or uploading, contact nmerala@mt.gov or call (406) 444-4401.

Districts are encouraged to follow up on students who are entering/exiting over the Count Date,
verify enrollment numbers (including part-time enrollments), and verify accuracy of race/ethnicity
determinations prior to submitting the final count for ANB.

The AIM Specialist is encouraged to communicate with the MAEFAIRS Registered User to facilitate the
reconciliation of enrollment numbers.

For assistance please contact the OPI AIM Help Desk at
opiaimhelp@mt.gov or 1-877-424-6681.

AIM and MAEFAIRS February 2016
Verification
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http://opi.mt.gov/pdf/SchoolFinance/Enrollment/EnrollmentInstructions.pdf
mailto:nmerala@mt.gov
mailto:opiaimhelp@mt.gov

